
APPLICATION FOR RECORDS RETENTION SCHEDULE 
~-.- ~- 

~ .... -. . -..-"-- - 
OFFICE OF THE SECRETARY OF S T ~ T E  

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT, DIVISION 

Ir&-X---T- ._ - _,I ~ 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signeg original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

h ,  
i Attention: Scheduling Section. 

I -- --r--C----- _11_1^ - 
_ _ _ ~  

Off ice  of Planning and Budget 
General Government Div i s ion  

FOR AGENCY USE 
miifation Date 

270 Washington S t r e e t ,  SW 
Atlanta, Georgia 30334 1 - -~ 

kpplication Number 

_-.. - -_... -._ ...--- - 
FOR RECORDS MANAGEMENT USE -.__ ~ .___ . ~ _ _ _ _ _  . 

Application Number 

79- 105 - __ -- 

Date Heceived Date Completed 

.-. ~~ ~ 

Divis ion  D i r e c t o r  _- ~ .~ ~ ~ ~ .~. . ~~ 

Winford P o i t e v i n t  
~ - .. . ~ ~ ~~ ~~ ~. . . 

I. Action Requested 
a. a Estaoiisn Retention Schedule;,jecord will continue to accumulate. 
b. 
c. 0 AmendApp!i~tion_No.--.- - Check One: 0 C h a n ~ O - ~ ~ u p e r c e d e ; C 1 ~ V p i d ~ _  .. .. ~ ~~~~ 

5. Records Series Title (followed by title used in office; if different) 

Annual Appropr.iations -Disbursenent General Ledger 6 Supportigg 

0 Dispose of present accumulation; no further accumulation anticipated. 

Documents F i l e  I -r~ - ~- ~ = .~ 

I. Dates of Series 
Iarliest Latest 

~~~~~ FY 62 ~ . 1 
FDiVisionand office FUmtbn: 

~ Presen t  
Headed by a Di rec to r ,  'the General Government and ProtecTion.of  Persons 

and Proper ty  Division performs a l l  func t ions  r e , l a t i n g  t o  bu~dget a n a l y s i s  and p o l i c y  planning 
f o r  the agencies  of State  Government r e s p o n s i b l e ~ f o r  adminis te r ing  s t a t e  l a w s  r e l a t i n g  t o  
t h e  p r o t e c t i o n  of persons and proper ty  and f o r  d e l i v e r i n g  services r e l a t i n g  t o  gene ra l  gov- 
ernment activit ies.  I n  a d d i t i o n  t o  t h e s e  func t ions  which are shared  w i t h  t h e  o t h e r  three bud- 
g e t  and planning d iv is , ions  , the General Government Div is ion  performs t h e  fol lowing unique 
func t ions :  p repares  Budget P repa ra t ion  Procedura l  Manuals t o  be  used by a l l  e x e c t u t i v e  agen- 
cies i n  t h e  development of t h e i r  budget r eques t s ;  p repares  Operat ing Budget I n s t r u c t i o n s  and 
forms t o  b e  used by a l l  execut ive  agencies  i n  t h e  process ing  of t h e i r  Annual Operating Bud- 
g e t s ;  maintains  t h e  Appropriat ion Ledger f o r  a l l  budget u n i t s  (State Agencies) which inc ludes  
t h e  i s suance  of Warrants a g a i n s t  each S t a t e  Agency's S t a t e  fund appropr i a t ion ;  prepares  t h e  
format t o  b e  used by a l l  budget a n a l y s t s  and p lanners  i n  t h e  budget meetings wi th  t h e  Gover- 
no r ;  and prepares  a l l  memorandums f o r  d i s t r i b u t i o n  t o  a l l  S t a t e  Agencies. - . - -. .. ~--__ _______I __ ~~ , .~ ~ 

'. Record Series Description T h i s  file contains the followhg documents (include form numbersand titles, if any): 
Attach samples of the file. a. 

.. 

Documentsfelating to: t h e  process  followed i n  a l l o t i n g  State  funds t o  S t a t e  Agencies. 

Included are: the Annual Appropriat ions General Ledger which shows L e g i s l a t u r e  appropr i a t ions  
t o  each budget u n i t ;  a l l o tmen t s  approved; Warrants i s sued  (by number) and d a t e  
i s sued ;  r e a l l o c a t e d  balance;  numbered Executive Orders f o r  Governor's Emergency 
Fund t r a n s f e r s ;  approved Revenue Refunds ( a l l  t a x  re funds) .  Also included are 
the fol lowing suppor t ing  documents: Agency Budget Warrant cop ie s ,  Revenue 

Executive Orders. 
. Refund Requests, Agency Quar t e r ly  Allotment Requests, & cop ies  of numbered 

. ,  .. . ,  .- 
Ledger is  arranged chronologica l ly  

File isarranged: Budget Warrants h Executive Orders are arranged numer)cally. . '.,* '. '". ,, : i ' pi 'i , \.. 

-~ -. ~ ~. 
t. Monthly Reference Rate How often are records referred to which are: 

4 One to six months old -.-.--; Seven to twelve months old 

3. Annual Rate of Accumulation of Remrdr 

.- , . Thirteen to twenty-four months old ..; 
'twen$/-five months and older- ~~~ 2 ~~ - 7 - , . .  

Letter-size drawers --; Legal-size drawers ---;Shelves ---,; 1 Other (.+ecify) ~- ~- 

-~ ~. _I ~. ~ -~ .... . I - l--l_~ ~ 



j 

X 
~. 

g. 'Is the infohation contained in this series ever analyzed and/or recorded in a summarized report? 
Annual State  Audit ReLort 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
I_ I_=~- _- _~-lf_ver. attach COPY ~ ..- ___.~ . r ; ~ - ~ .  

Information i s  duplicated i n  Comptroller General's Off ice  and D . O . A . S .  __ . . l i ' Y e s , ~ w h e L - ~ . - _ -  ~- ,, -- ~ ~- .-~_ ..-. ~ 

mslilterminmut?. ~ _l__,;.___ - ~--1_--1_.- 

L a r l u m . i c r Q ~ ~ ~ d ? ~ . _ ~ = ~ .  . - ~- ~- . _ _ ~  
I 1  

11. Retention Requirements The following requires the series to be kepi: . ~. 
A 
1 a. State Law - _ ~ - ~  . ~ .years. d. Audit period =~_I -years. 

b. Statute of limitation - _- r _ ~  ___.I years. e. Administrative need -.-_-2---_ ,years. 
c. Federal law ' - _.~El_~__f .--years. f. Federal retention instructions -_ years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Provides h i s tor ica l  record of appropriations, allotments and warrant i ssues  on a l l  
appropriation budget units  i n  summary form. Should be kept for reference by the General 
Government Division i n  preparing h i s tor ica l  reports. 

-~ ~ - -  - ~- ~~ ._I___._1__ 

Amraved Disposition Instructions Thisagency recommends t h a t  the file series be cut otf a t  thb end of each: 

. ~ 0 Calendar Year; Fiscal Year; 0 Other ~ _-__ then, 

IB Hold in the current files area - . ---month(s) 
0 Transfer to local holding area, hold --*+-.-.-year(s): then 

year(s); then 

ra( Transfer to State Records Center; hold -...l--hyear(s); 3 then 
Destroy.', - 5 

C! Transfer to State Archives for permanent retention. 
0 Other (Specifyl 

These instructions apply to al l  prior and future accumulations of the series. 

Date 
~ 

State Records Cammitter lSignamrel -----.-- 

State Auditor/Designee 
_I- 

3ecommendations in para- 
lraph 12 are approved. 
'If disapproved. attach letter 
if explanation.) 

*=.- ,-.~ -=- ~- -- ~- ~~~ - 
9-50-71: Rev. 76 


